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7 1 Chief, Contaot Branch 16 vay 1947
FROMs  ohief, ?i:mi Sestion

Trans:iited herewith, for distribution to |ee nocesssry, 25X1
sre Transit Fare rocounbtablility Record snd Loosl Travel Voucher

forms Por use in conpootion with the perforsance of local travel

through the medium of Govermmont prooured public utility tickets,

toksns, or DASEOR.

verning locel travell 25X1

lne discussed “dated 29 April MTI

i o anae
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%o you fras Ths Emeoutive for Persomnel snd Administration in whish
it wns statod that supplesentary instructions, together with sugzosted
forss would bo furpiered by the undersigmwed.

The Transit Fere Ac:owmtability Becord should be maintained by the
sontrolling sdaintstrutive officlal depignated in writing 25X 1
by you, this offioclal being responsible for requisitioning and

adnind stratively comtrolling the supply of twangportation waite in
gddition to the meintensnoe of aceountability records. The Resord

should (after balancos have been forwardsd to the Regord to be

neintained during the following period) be sulmitied at the end

of each ealendar monith to the Fisml fectlon,| | forr audit, o5y
and ghould bo supported by sll local travesl vouchers evidencing use

during the sece month of tickete, tokens, or pasese promwrsd by the
Jovsropent, Dach employee must aipn for thw musber of wnits issued

hin on & partievlsr date, the rsoord form providing few (4) sepe

arate blodks in which unite of varying demonisstions cen be ligted,

In the swant the employes twurma in urused unite, such fact must be

antersd in the return colum arplieable to the pertimlsr employeo,

The Looal Travel Voucher should be gozploted by the employee using
units iseuod him (by the sontrolling officisl) isdiesting on the
vouchor ae complete an itenmerery ss Zecurity conditione will pernit,
end showing the units used on each date, The vouther should cover

% weokly period and four bloeks heve been provided so thet units of
varying denoninetions mey be listeds At the end of sech weokly ?arisé,
the employes should surrender any wnite remeining 3 his possessicn

to the sontrolling official, The woucher form provides spaoe for
eredit by the ocontrolling ofriofal for units retiynsd., It is %o be
noted that the loosl travel woucher slwitted by sach irewler must

be oompleted by the sontrolling offlicial to show the Transit Pars, . .
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soocurtebllity Feoord mwbor which 14ePSWH“mESiy o1 units issusd /9.
and returnod during the weekly period,| Dooument M8, --.----- it
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Chief, Contact Branch e 15 Yy 1847

Foth the sttached forms ware discussed with representatives of

your | Sarvices 25X1
Sivielon, Tt $¢ usdsrstood thes the Covms were aseeptable to your
reprosentatives and that s complete explanation as to thelr use

wag mndss Additional suppliss of the forme may be requested from

this offios or, if you so desire, the stenvils will be furnishbed

you for reprodustion purposts.

Fample copies of Stendard Forn 1012 voushers, covering reimbursenent

elsine by trevelers, have boen furnished | dlwough 25X
|28 = zuide in the preparation af such scommbe
iy [on Behalf of your employssss

It would be sppreciated, begimming )} June 1947, if you oould Dwralgh

the undorsi;ned uonthly estinstes, in adwince, covering anticlpeted
expenses in comneotion with nperations with respect to pgre 25X 1
chmses of trensit fures and refsbursable trevels Theese flgures are
necsspary for seommting and prior oblizstion purposss,

fhould you hsve any questions with respect to the above, plesse
adviot,

THief, Fleosl Seetion 25X1
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